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FI RE COVMMUNI CATI ONS OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses responsible entrance-level work in
operating fire communications equipment, keeping records, and
other duties in the communications center of the fire

depart nment. Enmpl oyees of this class answer fire tel ephones,
di spatch fire fighting equi pment, and keep sinple records of
these activities follow ng departnent pr ocedur es. Duti es of

this class are non-supervisory in nature and require the ability
to act independently followi ng standard operating procedures.
Communi cations O ficers report to and have work revi ewed by the
Director of Comrunications.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Answers tel ephone and secures as much information as possible
from the caller. Enters all information into the conputer.
Transmts information on fire (address, cross street, etc.) by
t el ephone, public address, or teletype. Di spatches correct
uni t (s) foll ow ng depart ment al procedur es. Recei ves
acknow edgenents fromthe firefighting unit by radio.

Uses CAD di splay to nonitor the |location and status of enmergency
units at all times. Takes requests for assistance fromunits
and provides for requested assistance using proper departnental
procedures. Replies to requests for information which cones in
by radio from energency units.

Operates office paging or intercomsystemto rel ay nessages and
informati on to departnment personnel. Notifies all specified
officers and/or special units (e.g. Fire Chief, Assistant Fire
Chief, Fire Prevention Division) of all working fires. Notifies
special units or agenci es desi gnated by departnent procedures in
special or energency situations. Contacts the owner of a
buil ding where a fire is in progress. Sends conpanies to serve
as back-up for stations from which all equipnent is gone.
Receives alarns on private alarm systens and foll ows procedure
for dispatching these. Recei ves energency calls of non-fire
nature and responds appropriately.

Tests radios in fire units on a set schedule by sending and
recei ving nessages. Tests recording system equipnment by
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recordi ng and/or playing back nessages to make certain the
systemis operating correctly.

Conpil es and analyzes data needed for reports. Personal |y
conpletes fornms and records required by the Comunication
Di vi si on.

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be net by the filing deadline for application for adm ssion to
the exam nati on.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynment, but before beginning work in this
class, nmust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physi cal
fitness sufficient to perform the essential duties of the
position, with or without accommdati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a State Departnent of Educati on.

Must be not |ess than eighteen (18) years of age.
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